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STATINTL H652 


(National Security Information Classifi- 
cation, Declassification, and Access) are properly administered in 
'©if ice of Logistic? . 

(5) Perform administrative duties of common concern for t he O ffice 

of .Logistics. . 

Maintain liaison with other Agency components, 
y/ (7) Provide for the Office of Lo gistics the following support services: 

(a) A budget and fiscal activity to advise and assist in 
financial matters, to prepare and execute the ■Office of 
Logis tics budget, to initiate and maintain appropriate 
records, to furnish reports, and to perform other duties of 
a fiscal nature, 

(b) A registry for receipt and release of official communications 
and maintenance of files in connection therewith. 

b. Authorities of the EO/QL - In conjunction with the functions detailed above, 
the E0/0L is delegated authority : to : 

(1) In the absence of the D/L and/or the DD/L, exercise all 
approval authorities specifically delegated to them. 

(2) Approve..all OL financial transactions including authorit^Lfca 
of^Travel ^Authorizing ^C^ficial. 

(3) Approve training requests within authorities delegated to the D/L. 

(4) Approve and control space allocation, alterations, moves, and 

/ 

services within t-ka.-Q- £J: i c /.-. .of I .op rL 6ti ns. . , 

(5) Approve new orders for the acquisition of general»purpose 
publications . 


(6) Direct and approve holiday work and irregular overtime, as 


STATINTL 


defined in 
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of time and attendance reports for GS-12 through GS-14 
employees who have been authorized to perform overtime. 

(7) Approve Printing Services Requisitions for t he Office of OL , 

Lagi st-fcrs 

& r 

(8) Release dispatches and cables pertaining to O ffice e>f$ 
.Lo gfsfL cs matters. 

3. FUNCTIONS OF BUDGET AND FISCAL BRANCH AND RECORDS AND SERVICES BRANCH 


a. Budgbt and Fiscal Branch 

( 1 ) 

/2-UL ClZtc.c&c^ ^ 

7 — r/jL, 

fa /M~ t -- 

Cm*? 
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INSTRUCTION NO. 
LI 1-14 


Provide for the Office of 
services: 



LI 1-14 
ORGANIZATION 
Reyised 18 July 1973 


^istics the following support 


I seal activity to advise and assist in 
, to prepare and execute the Office 
sties budget, to initiate and maintain appro- 
£e records, to furnish reports, and to perform 
Eher duties of a fiscal nature. 

A registry for receipt and release of official com- 
munications and maintenance of files in connection 
_ therewith. 

tuKJL'nwz ar rise**. Stoics 

Budget and Fiscal Branch 

(1) Assist in the compilation, review, and preparation of the 6 4— - 
Q££ica- of- Lo gigrtic P rogr am B8ta». C-flu- 

(2) Upon receipt of fund anf; 
the Deputy Director fo: 

the Office of .Logistics Progran^ c &alce recommendations to 
the Di-recton cT Logistics and, based on decisions made, 
prepare the annual Office Estimates budgetary submission. 

(3) Responsible for the maintenance of financial records and 
for the preparation of analytical reports, on a monthly 
basis, reflecting the status of funds and Property Requi- 
sitioning Authority allotted to ths~Q£f ic e. of Logi stics-* OL, / 


? stablish f d ^ 


review 


(4) 


Responsible for the maintenance of financial records 
reflecting the status of funds allotted to the Direct©^ . 
a£— Legist ics' for the Headquarters procurement of Agency 
property. 




(5) Provide procedural and regulatory guidance to ■©ff-iee- -of - & C-. 
irogistids personnel concerning budgetary and accounting 
problems. 
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(6) Responsible for certifying the availability of funds and for 
reviewing travel orders and related accountings as well as 
various types of reimbursement vouchers to insure compliance 
with Agency financial regulations. 

(7) Initiate correspondence to accomplish funding of the Region 
3 and Region 9, Genera^Sein^e^LdmLiistration, Working 
Funds t aflc 2 Bfl^fcsS' a! fctee^^^^^^^^^HHB-M&intenarrce '-and Gper— 
ation®--Ac counts . 



(8) Responsible for administrative review of imprest funds main- 
tained by ©fftns of Lugiu Lius^personnel. 

(9) Responsible for liaison with other components of the Agency 
with respect to budget and fiscal matters. 


Records and Services Branch 


( 1 ) 


In accordance with Agency regulations, provide policy and 
procedural guidance and assistance to the 


3— h/ C_ 


ties, the 


and other 0L personnel concerning 


communications, regulatory material, records and forms crea- 
tion, maintenance, use, preservation, and disposition. 

Responsible for the Office of - L e gisttc s" vital material 
program. O C — 

O 


( 2 ) 


(3) Operate the O fffi e e o f ■ ■l ogi s ti cs mail center^ w^p^re ^m^l^^ c - 

control tickets, and assign correspondence)^ tne^broper s ^ ' 

n-PfMr>a n-r t «gfarfa±oe component for action, establishing 
suspense dates when necessary. 

(4) Responsible for the maintenance of official files, determining 
what is permanent record material and what is temporary, for 
the Office of the D i - r e e tor e -f— hogi - e tlcB. 

(5) 
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(6) Set up-'ifte distribution pattg m''for x ^.gency and Logistics 
regulatory -mdberial and distribute all- -aucfTpubli cations. 

Responsible for. the initial^br eakdoy m an d distri bution of 
pay/che cks , -"time 'an^Lattendance cards, and~TBMleave runs 
fur the Office of Logistics. 

C? "OC->7 

Within tfee-Offiee of Logistics, responsible for the se tup f 
and maintenance of official files for Agency regulatory 
material proposed for publication. 

Process incoming and outgoing cables and dispatches, ana- 
_,lyzlng and Assigning action to Office of Logistics components 
as required. j 

Control Top Secret and registered docu- 

ments anaTproeess in accordance with existing instructions; 
maintain central file for documents! and develop and main- 
tain instructions for handling documents; destroy Top Secret 
material when appropriate. 


(7) 

l £)-W 

r<9) 


7 ) (jo) 


(S') (n) 


Obtain pseudonyms and aliases for all /§|L employees, main- 
tain official records, and provide the necessary reference 
service. 


,(=%) '' Responsible for the upkeep and mainten ance . jof a copying ■" 

( .. _ / ■ machine. ' 

( )(/&)\ Maintai n liaison wijjh^other Agency '..components -on ^matters 

V. wij,h±fi''the\ jurisdiction of the Records aricT~ Services Branch. - • 
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Pcm 


v\SS > itd 1 F U /v C ThftuS W (kjZe±0-Liisi+> ^ 

SUBJECT: Qggaaribafttiea 'P i rrmtiv n O pTico 7 


1. 


RAefttmtC.' L%- l-li-- ClCutiLf /<t 
MISSION 


/?7J 


Provide administrative support and coordinate all functions, unle r g n s 
-apanj finally exempt, of the Office of/Logistics. 


^ £> rc uUt/P .( eo / ol ) 


2. FUNCTIONS- 
a. ^‘ ^Ee eutivo Of ficer- 

' 1 77J tusuAj 

OO Provide planning, policy, and procedural guidance to the 
Director of logistics and division and staff chiefs on 
matters pertaining to organization and management, budget 
and fiscal, and registry and record services. 

(S) Initiate and administratively control all Office of Logistics 
regu3^atory issuances and Agency issuances concerning the 
, . Office of Logistics. 

(H fj • 

(9)$A 3 erform administrative duties of common concern for the 
Office of Logistics. 

/Approve an/<5ohstrol space^aiiQcation, alte ratio nS j. mg stssy— 
arrd services withija__th^uffice of-iegiTstics. - 


Maintain liaison with other Agency components. 
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